
How to Externally Enroll Others in CTC Training Classes 
  
If an Administrator enters the Navy Training Registration website and clicks to enroll in a class using either CAC/PKI 

Login or User ID/Password Login, the administrator will be asked to verify his/her contact information. Next the 

administrator will be given the option to “Enroll Myself” or “Enroll Others”. Clicking the “Enroll Myself” button 

allows the administrator to enroll in the class as normal. Clicking the “Enroll Others” button allows the 

administrator to enroll other employees into the class. The administrator must enter the employee information in 

the same manner as a normal external user. Once all required information has been entered and the employee has 

been enrolled in the class, the administrator will see the enrollment status page for the employee. The 

administrator should note the “Reference Number” for the employee’s enrollment. Clicking the “Remove me from 

this Class” button will remove the newly added external employee from the class roster. Clicking the “Enroll Next” 

button takes the administrator to the enrollment page for the class in which the employee was just enrolled. The 

administrator may continue to enroll personnel in the same class, or may search for new classes in which to enroll 

employees. 

1. If logged into ESAMS and under classroom schedule. 

 

 

 

 

 

 

 



 

 

2. If under Global training registration 

 

 

 

 

 

 

 

 

 

 



You will then see this screen, to input each person’s data. 

 

 

After inputting search criteria, click “Search” and select the appropriate person.  Click “enroll” to register 

them into the course. 

 


